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Employer’s Name: 


Employer’s Address: 


DEFINITIONS:- 


The Company: 


Pertemps Ltd: 


Flexible Employee: 


Client: 


Line Manager: 


Branch Manager: 


Consultant: 


Payroll: 


Pertemps Recruitment Partnership Ltd 


Meriden Hall, Main Road, Meriden, 
Warwickshire. CV7 7PT 


Pertemps Recruitment Partnership Ltd (acting 
as an Employment Business under the Conduct 
of Employment Agencies and Employment 
Businesses Regulations 2003) 


Parent Company of Pertemps Recruitment 
Partnership Ltd 


Any person employed by the Company and 
introduced to or supplied to the Client for the 
purpose of carrying out work 


The person, firm, or company to whom you are 
assigned to work. 


The line manager of the Client to whom you 
report on a day-to-day basis. ; 


The Manager of the Branch responsible for the 
specific Client, based at the local Pertemps 
Branch. 


The Consultant responsible for the specific 
Client, based at the local Pertemps Branch. 


The department at Pertemps Head Office that 
deals with payment of employees wages. 
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SECTION 1 


Welcome to Pertemps Recruitment 
Partnership Ltd 


SPSS SSS S HHO EEE LE SOHHESSESEHEHHESE SEE EETOTE SESE EEE EESEEESESEHHESHESHSHSOHHEHEEHETHSSSSESHOTEE SSO SEO EEEEOESESEOES 


As a flexible employee of Pertemps Recruitment Partnership Ltd, you 
have joined a Company that holds the distinction of being one of the 
largest and most successful independent recruitment agencies in the 
country. Our pioneering spirit and ability to tap into the uniqueness 
of each individual’s talents has enabled us to open doors for our 
employees, our clients and our applicants too. 


We are delighted you have chosen to join the Company. Our philosophies 
and rewards are built very much on mutual trust and respect within the 
style of a partnership in which we hope you will feel both fulfilled and 
valued as a person. 


This handbook is issued to all flexible employees as a guide, not only 
to our terms and conditions but also to the wider environment in which 
we work. Please read it carefully. If you have any queries, speak to your 
branch consultant. 


Thank you for coming to Pertemps Recruitment Partnership Ltd, we look 
forward to a long and successful working relationship with you. 


SECTION 2 


Terms of Employment 
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You will have been issued a Contract of Employment and in respect of 
the Employment Rights Act 1996, this handbook gives further details of 
your terms and conditions of employment with the Company. 


You are a flexible employee of Pertemps Recruitment Partnership Ltd, 
and whilst the Client can at any time request that you be removed from 
an assignment, this does not necessarily mean that your employment 
with the Company is terminated. 


You will be expected, whilst on assignment, to devote your full time and 
attention to the business of the Client and the role that you have been 
assigned to. 


It is a legal requirement for the Company to obtain documentation from 
you confirming your eligibility to work in the UK. This must be supplied 
in accordance with the Nationality, Immigration and Asylum Act 2006. 


Your employment is subject to the receipt of a minimum of two satisfactory | 
references and where necessary, verification of any qualifications, 
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licences or certificates, and any medical requirements applicable 
to your assignment. For. certain assignments it may be necessary for 
the Company to obtain further information from you relevant to that 
assignment, this may include additional references, identification and 
the requirement to undertake a credit check. 


There may be occasions when the Company needs to obtain further 
information with regard to your health and fitness to fulfil the duties of an 
assignment, therefore, the Company reserves the right to ask for your 
authority to access your medical records or alternatively to ask you to 
attend a Company Medical Advisor and or Occupational Medical Advisor. 


For reasons of Health & Safety, there are a number of job functions that 
the Company will not assign you to, or will only assign you, having gained 
authority from a Pertemps Board Director. A list of these job functions is 
contained in this handbook (Appendix 1), however this list is not finite. 


SECTION 3 


Conduct On Assignments 
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The Company’s ability to offer you suitable assignments depends 
on our continued reputation for quality and reliability. It is therefore 
important that as a Pertemps flexible employee, you conduct yourself in 
a professional manner at all times and adhere to the requirements within 
this Handbook on each and every assignment. 


° Whilst on assignment, you will be required to co-operate with 
the Client’s reasonable instructions and accept the direction, 
control and supervision of any responsible person in the Client’s 
organisation; 


° You will be required to observe any relevant rules and regulations 
of the Client’s organisation (including normal hours of work) to 
which attention has been drawn or which you might reasonably be 
expected to ascertain; 


° You must not engage in any conduct that is detrimental to the 
interests of the Company, or any of its Clients which includes 
any conduct which could bring the Company or its Clients into 
disrepute and /or which results in the loss of custom or business 
by either the Company or its Clients; 


° You must not commit any act or omission constituting unlawful 
discrimination against or harassment of any member of the 
Company’s or its Client’s staff; 


° You must not at any time divulge to any person, nor use for your 
own or any other person’s benefit, any confidential information 
relating to the Client’s or the Company’s employees, business 
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affairs, transactions or finances; 


° You should take all reasonable steps to safeguard your own health 
and safety and that of any other person who may be present or 
be affected by your actions whilst working on an assignment. It is 
essential that you comply with the Health and Safety policies and 
procedures of the Client that you are assigned to; 


° You must, if, either before or during an Assignment you become 
aware of any reason why you may not be suitable for an 
Assignment you must notify the Company without delay. 


° You warrants that you shall comply strictly with all provisions 
applicable to you under the Data Protection Laws and shall 
not do or permit to be done anything which might cause the 
Company or its Clients to breach any Data Protection Laws. 


CLIENT EQUIPMENT 


All equipment and items supplied to you by either the Company or its 
Clients must be returned to the respective party upon completion of the 
assignment or termination of your Contract of Employment, or earlier if 
requested to do so. 


Whilst working on an assignment, any equipment supplied to you for use 
during your assignment must be used in the manner instructed by the 
Client and with due care and consideration at all times. 


In the event of failure to return equipment, or in cases of wilful or negligent 
damage to equipment, the Company reserves the right (by way of your 
remuneration, bonus or any monies due to you) to deduct the cost of 
such items and reclaim any outstanding balance from you. If the property 
belonged to our Client, the money will be repaid to them to cover the cost 
of the items. 


CLIENT COMPANY VEHICLES 


The Company takes all reasonable steps to ensure that you are qualified 
and willing to undertake any duties that the Client has informed us will 
be required. This includes ensuring that where you may be required to 
drive a Client Company vehicle you have the appropriate driving licence. 
Should you be requested by the Client to undertake any driving duties you 
must contact your Branch before doing so in order that we may make the 
appropriate checks. 


CAPABILITY/CLIENT COMPLAINTS 
The Company will take all reasonable steps to ensure that you are capable 


of performing the requirements of your assignment, prior to placing you 
with a Client. However, should a Client identify that you are not capable 
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of performing the assignment to the standard required, the Company 
reserves the right to remove you from the assignment and seek to place 
you elsewhere. 


Any complaint received from a Client with regard»to your conduct and or 
capabilities, will be dealt with appropriately and may be dealt with through 
the Disciplinary Process, which could lead to the termination of your 
assignment and/or employment. 


NO SMOKING LEGISLATION 


The Company operates a No Smoking policy and requests that you adhere 
to the policy whilst on Company premises or driving Company vehicles. A 
copy of the Policy is available from your Pertemps Branch. 


Please be aware that whilst working on assignment for Pertemps you should 
adhere to the Clients site rules regarding smoking on their premises. If you 
are working on assignment as a Driver please be aware that Company 
Vehicles are considered to be a public place and therefore smoke-free. 
Please adhere to the Clients rules regarding smoking in their vehicles. 


SECTION 4 


Hours of Work 
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Your hours of work will vary according to the requirements of the Client. It 
is a condition of your employment that you work flexibly in accordance with 
the Clients’ requirements. Accordingly, you acknowledge that there may be 
periods of time when no work is available for you. You will only be paid for 
the hours that you actually work. 


Where your daily shift lasts, or is expected to last for six hours or more you 
will normally be entitled to a rest break of at least 20 minutes. The Client will 
advise details at commencement of your assignment and breaks should be 
taken in agreement with the Line Manager. 


OVERTIME 


Where the need for overtime arises, the Client will advise their requirements. 
Any reasonable request for overtime will be paid at the rate applicable to 
the particular assignment. Details of the rates that apply to overtime will be 
communicated at commencement of your assignment or when appropriate 
thereafter. 


You may have signed an Opt-out agreement, whereby you have agreed to 
work hours which exceed the maximum average weekly working time limit 
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of 48 hours, as imposed by the Working Time Regulations 1998 (these 
Regulations do not apply to Drivers). Should you wish to withdraw your 
agreement, you should submit your request in writing to your Consultant, 
giving 3 months notice. 


NIGHT WORKING 


The official definition of a night worker is someone who works more 
than three hours at night (between 11pm and 6am) as part of the normal 
course of their job. If you do regularly work at night you should by law not 
work more than an average of eight hours in each 24 hours during a 17 
week period. 


In compliance with the Working Time Regulations you may have 
completed a Health Self Assessment Declaration for Night Workers, the 
purpose of this declaration is to assess your fitness to carry out night work 
whilst working on an assignment from The Company. 


Whilst there is no difference in the physical demands of night work 
compared to day work the human body is naturally programmed to sleep 
at night. The disruption to sleep patterns can aggravate certain medical 
conditions, albeit often temporarily. Additionally the reduced access to 
services and facilities that may be apparent both inside and outside the 
workplace at night can have an effect. 


If you accept an assignment from us as a night worker, you will be required 
to complete a Health Self Assessment Declaration for Night Workers. 


SECTION 5 


Training 
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The Company will ensure that you are provided with adequate 
information, instruction and training, in order to fulfil each assignment 
safely and effectively. If you are concerned about the adequacy of the 
information, instruction and training you receive, please discuss this with 
your Consultant. 


SECTION 6 


Absence 
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If you are absent from work for any reason you must inform your 
Consultant prior to the commencement of your agreed start time on your 
first day of absence and on any subsequent days of absence. 
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Any absence due to sickness, injury or accident, should be covered by 
a self-certification form and any sickness that continues for more that 7 
consecutive days (including weekends), must be covered with a medical 
certificate to cover that absence. If you remainvabsent from work, you 
must produce a medical certificate to cover the entire period while you 
are absent. The medical certificate must state the reason for the absence. 
If you do not follow these requirements, you may lose your entitlement to 
Statutory Sick Pay ‘SSP’. You may also be subject to disciplinary action 
in terms of the Pertemps disciplinary policy. 


Once you are fit to return to work, you should inform your Consultant who 
will re-assign you as soon as possible. The Company cannot guarantee 
the availability of your previous assignment. The Company takes a very 
serious view of un-notified absence and failure to follow the procedure 
may result in the loss of entitlement to Statutory Sick Pay (SSP), and/or 
to formal disciplinary action. For further information refer to the Company 
Sickness Absence Policy. 


SECTION 7 


Punctuality 


PCCP SSO O HSS EOE H HEHEHE EES HEE EEO SHE OHSS EEE SES OOSSSESOOSSESOS SO OSOS EOE EES OSES EOE E OEE SES ESOS ESET ES OOEEEEEEED 


You are required to be punctual for each assignment. Details of your 
hours will be communicated to you at the commencement of your 
assignment. It is a requirement of the Company that you are present at 
your workstation, ready to commence work, at your agreed start time. 


SECTION 8 
Pay Details 
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TIMESHEETS AND RECORDING HOURS WORKED 


In order for Pertemps to ensure that you are paid correctly and on time 
it is important that we know the hours that you work. Your Pertemps 
Consultant will inform you at the commencement of an assignment of 
the way in which your hours need to be recorded and submitted for that 
assignment. 


On some assignments our Clients may have an agreement with the 


Company to transfer hours electronically or by other methods on your 
behalf. 


If you are required to complete either an electronic timesheet 
(e-timesheet) or paper timesheet you will be issued with a timesheet for 
each week that you work. Where you are assigned to more than one 
Client in any week, you will need to complete and submit a separate 
timesheet for each individual assignment within that week. 


In all cases it is important that timesheets are received by your Pertemps 
branch or other designated point of contact, by 10am on the Monday 
following the week of work, at the very latest. 


Pertemps undertake to pay you for hours worked upon verification of 
those hours whether or not Pertemps are paid by the Client. 

Failure to submit an authorised timesheet or to have complied with the 
relevant instructions for recording the hours you have worked may cause 
a delay in processing your pay. 


TAX CODES 


On commencement of assignment with the Company you should supply 
a current P45 to us as soon as possible to ensure your correct tax 
code can be applied. If you are unable to supply a P45 you will need 
to complete a P46 tax form. This can be completed at your Pertemps 
branch. . 


TAX OFFICE 


Should you have any queries relating to your tax code you should 
contact the tax office below; Please ensure that you have your National 
Insurance number and your Pertemps payroll number to hand. 


HM Inspector of Taxes 
Wrexham 2 

Plas Gororau 

Elice Way 

Wrexham 

LL13 7YY 


Telephone: 0300 2003300 


Reference: W2914/P7000 Temps 


WAGE QUERIES 


Should you have any queries and concerns regarding your pay, please 
contact your Consultant or your Pertemps branch Payroll Administrator, 
in the first instance. | 
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period of four weeks following the end of your last Assignment, you will 
be assumed to have given notice of termination of your employment 
with immediate effect and your employment contract will be terminated. 


EMPLOYMENT BY THE CLIENT 


If, as a result of your assignment with a Pertemps Client, that Client offers 
you employment, you should make the Company aware of the offer. In 
compliance with the Conduct of Employment Agencies and Employment 
Business Regulations 2003 and The Employment Agencies Act 1973, we 
reserve the right to make a charge to the Client or extend the period of 
hire for your introduction. 


SECTION 11 


Remuneration 
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RATE OF PAY 


Whilst on assignment, your entitlement is to be paid only in respect of 
the hours that you work. Your basic rate of pay will be no less than the 


National Minimum Wage or National Living Wage as is relevant and in: 


force at the time the hours were worked. Rates will be particular to specific 
assignments and will be notified to you in advance. In accordance with 
the Agency Worker Regulations 2010 you may be entitled to additional 
remuneration after completion of the qualifying period . The qualifying 
period means 12 continuous Calendar Weeks during the whole or part 
of which you are supplied by one or more Temporary Work Agencies to 
the relevant Hirer to work temporarily for and under the supervision and 
direction of the relevant Client in the same role. Details will be supplied 
to you on an assignment by assignment basis. 


You will not be paid for any time when you are not on an assignment, 
except when you are in receipt of holiday pay for holidays authorised in 
terms of the Company’s holiday procedure. 


You will not normally be paid for absence due to illness or injury, however 
you may be eligible to receive Statutory Sick Pay. Please refer to your 
branch consultant for further information. [for further details of SSP refer 
to section 6 the Absence section of this handbook] 


In addition to the basic rate of pay the Company may, at its absolute 
discretion, make bonus, commission or incentive payments. There is no 
contractual or other entitlement to such payments and any scheme or 
practice implemented can be revised or withdrawn at any time, at the 
Company’s discretion. 
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METHOD OF PAYMENT 


Payment will be. made weekly or monthly in arrears by BACS transfer 
directly into your bank account. Payment is subject to the necessary 
tax and NI deductions. There is no entitlement to pay in respect of any 
period of time you have not worked. 


EPay — In order to provide you with your pay details Pertemps operate 
an E Pay system which will enable you to access your payslips via the 
Pertemps website at www.pertemps.co.uk/people 


Your pay can also be notified to you by SMS text. 


For further details please speak to your Consultant. 


HOLIDAY ENTITLEMENT 


Your holiday year with the Company runs from the date of your first 
assignment, until the anniversary of that date. This will then form the 
‘year’ on which the Company calculates your holiday entitlement. 


In accordance with the Working Time Regulations 1998, you are entitled 
to 5.6 weeks paid leave during your holiday year pro rata to your working 
pattern. This is inclusive of official public holidays (usually numbering 8 
days per year.) For you to be paid for a public holiday you will need to 
have worked on that particular day or requested holiday out of your leave 
entitlement. In accordance with the Agency Workers Regulations 2010, 
you may be entitled to accrue paid leave over and above the statutory 
minimum. Your Pertemps Consultant will be able to inform you of your 
entitlement on an assignment by assignment basis. 


PAID LEAVE ACCRUAL 


Leave days are accrued weekly and will reflect your working pattern 
based on a 5 day basic working week. For example, based on statutory 
accrual (5.6 weeks / 28 days) if you work 5 days you will accrue 0.5385 
of leave. If you work 3 days you will accrue 3/5ths i.e. 0.38231. You also 
accrue if you are on holiday, e.g. if you work 3 days and take 2 days 
holiday you would still accrue 0.5385 for that week. Payment for leave 
taken will only be made in arrears and only if you have sufficient accrued 
leave. You should maintain a record of paid leave days taken. 


CALCULATION OF THE VALUE OF A LEAVE DAY 


Payment for leave days will be paid to you based on the average weekly 
basic pay over the 12 weeks prior to the relevant paid leave day. For 
example, if your average basic weekly earnings over the preceding 12 
weeks = £150.00 per week and your average number of days worked 
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over the same period = 5 days, the value of a leave day would be £30.00 
(£150.00 divided by 5 = £30.00). If your basic hours of work and/or pay 
rates vary then this will be reflected in the value of your leave day. 


HOW TO REQUEST PAID LEAVE 


You should confirm your request with your Line Manager and then inform 
your Consultant, in writing, of your request. You must give double the 
days notice for the amount of paid leave required, e.g. 1 paid leave day 
requires 2 days notice. 


SECTION 12 


Benefits 
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STATUTORY SICK PAY 


_ You may become eligible for Statutory Sick Pay entitlement (SSP) if due 
to a legitimate illness, you have been absent for at least 4 days. 


If you earn (in an average week) less than the National Insurance lower 


earning limit (currently in force), you will not be entitled to SSP If this: 


applies to you, we will issue you with an SSP1 form, in accordance with 
Inland Revenue guidelines, which you should take along to your local 
Jobcentre Plus or Social Security office to discuss your eligibility to claim 
incapacity benefit. If you are unsure or need further assistance, contact 
your Consultant. 


You will need to complete and submit a Self Certification form to cover 
the first 7 calendar days of absence, production of a doctor’s certificate 
is not necessary for this period in order for the Company to commence 
payment of SSP providing that you meet the eligibility criteria and 
providing the Company has no reason to question the validity of the 
sickness absence. 


SSP will normally become payable from the 4th day of absence for 
the first period of incapacity for work. A doctors certificate should be 
submitted for any periods of absence beyond the first 7 calendar days. 


It is important that you follow the correct procedure for reporting sickness 
absence. Failure to do so may jeopardise your entitlement, or may lead 
to disciplinary action that could lead to termination of your employment. 
(see the section 6 (Absence) of this handbook) 


AUTO-ENROLMENT PENSION SCHEME 


Following the introduction in October 2012 of the Pensions Act 2008 
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and changes to workplace pension schemes, the Company now has a 
statutory requirement as of February 1st 2013 to automatically enrol its 
flexible employees into a qualifying pension scheme. 


The Company has chosen NEST as _ its workplace pension 
scheme provider to meet our employer duties. You can find out 
more about NEST and auto enrolment work place pensions at 
www.nestpensions.org.uk. 


What is auto-enrolment? 


The new pensions regulations require an employer to automatically 
enrol their ‘eligible’ jobholders into a pension scheme. 


What is a postponement period? 


The Company will be applying a postponement period to your automatic 
enrolment date. This means that you will not be enrolled until the pay 
period prior to the three month anniversary of your commencement of 
employment with us. 


What is an ‘eligible’ jobholder? 


We'll automatically enrol you if on your postponed automatic enrolment 
date you’re assessed as: 


° Aged at least 22 but under State Pension age 
¢ Working, or ordinarily work, in the UK 


¢ Earning more than £10,000 per annum (pro-rata to your weekly 
earnings in the assessment week) 


How much will | have to pay? 


The table below details the contributions both you and the Company 
will make. 


a ee 
Contributions Contributions 
06/04/18 — 05/04/19 


What if | don’t want to be auto-enrolled? 


You do have the right to opt out of the workplace pension scheme. But 
you can only do this once you have been enrolled and received your 
pack from NEST with your unique identification number. You can then 
call or email NEST directly and they will inform us that you have opted 
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out. If you do this within the first month of the commencement of your 
contributions you will receive back any contributions you have made. If 
you do this after that time, any future contributions will cease but there 
will be no refund of monies already paid. It is therefore important that you 
opt out as soon as possible if you wish to do sox You cannot opt out by 
informing Pertemps you must contact NEST directly. 


How will | know if I’m auto-enrolled? 


The Company will commence deductions which will be shown on your 
e-payslip as a pensions deduction and you will receive your full NEST 
pack giving you information on the pension fund and full contact details 
should you wish to opt out. 


What if I’m not an ‘eligible’ jobholder? 


There are two categories of non-eligible jobholder as noted below and 
you are entitled to request to opt-in to NEST but may not be entitled to 
employers contributions. 


e Aged 22 to State Pension Age 
¢ Working, or ordinarily working in the UK © 
e Earning between £6,032 and £10,000 per annum 


You may request to opt in to the workplace pension scheme and are | 


entitled to employers’ contributions. 

Or 

e Below age 22 or over State Pension Age 
¢ Working, or ordinarily working in the UK 


e Earning more than £6,032 per annum 


You may request to opt in to the workplace pension scheme but are not 
entitled to employers’ contributions. 


What if I’m an ‘Entitled Worker’? 


You are an entitled worker if you are: 
e Aged over 16 


e Earn less than £6,032 per annum 


You may request to opt in to the workplace pension scheme but are not 
entitled to employer’ contributions. 


RE-ENROLMENT 


If you have opted out of the workplace pension, the Company is required 
at your third anniversary to re-enrol you into the workplace pension. You 
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will receive the relevant communications to enable you to opt out as 


previously noted. 


* Please note figures are relevant to the 2018 / 2019 tax year and maybe 
subject to change. 


Where can | get more information? 


You can get further information on workplace pensions and auto 
enrolment at 


www.nestpensions.org.uk 
www.direct.gov.uk/workplacepension 


or email pensions@pertempsng.co.uk 


SECTION 13 


Family Friendly Entitlements 
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For further information on the Family Friendly Entitlements you 
should refer to the individual policies which are available from your 
Pertemps branch. The information set out below is only a summary of 
the information contained in these policies, which set out in full your 
entitlement and the procedures you must follow. 


Policy Outlines 
MATERNITY 


In order to ensure that your health and safety requirements are fully 
addressed, you should advise your Consultant of your pregnancy as 
soon as possible. A risk assessment will be arranged with the Client you 
are assigned to. 


Your Consultant will require you to produce an appointment card prior 
to your taking time off for antenatal visits. They will then arrange with the 
Client for you to be released from your assignment to allow you to attend 
the appointment. You could be asked to rearrange the appointment, if 
possible, according to business need. Payment will be made for time 
taken for antenatal appointments, however, the time taken should be 
reasonable. 


Following your 20th week of pregnancy, your midwife or GP will issue 
you with a certificate called a ‘MATB1’; this should be submitted to your 
Consultant, who will advise you whether you are entitled to receive your 
maternity pay through the Pertemps payroll. If you are not, the Company 
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will issue you with an ‘SMP1’ form for you to take to the Department 
of Social Security, who will advise you of your eligibility to Statutory 
Maternity Pay. 


The Company cannot guarantee that you will be able to return to the same 
assignment that you were in at the commencement of your Maternity 
Leave. If that assignment is still ongoing when you return from maternity 
leave you would ordinarily return to that assignment. If that assignment 
has come to an end by the time you return from maternity leave you 
would be on stand-by and would be offered another assignment in the 
normal way as soon as one became available. 


You should advise your Consultant in writing on or prior to the 25th week 
of your pregnancy, giving a minimum of 28 days notice (where possible), 
of your intention to commence Maternity Leave. Maternity Leave can 
commence at any time following the end of the 29th week of pregnancy. 


PATERNITY LEAVE 


If you require time off to support your partner at the time of the birth of a 
baby, a Paternity leave form should be requested from your Consultant. If 
you are eligible for Paternity leave, you are required to give the Company 


a minimum of 28 days notice of your intention to take the leave (though | 


circumstances dictate that some flexibility is necessary around the actual 
dates). 


Eligible employees will be entitled to take up to 2 weeks leave, during the 
first 56 days of the birth of the baby. The 2-week period cannot be split, 
only one block of leave will be allowed. 


Payment of Paternity Leave will be at the rate set by the government at 
the time the leave is taken. 


You may also qualify for Additional Paternity Leave which is for a 
maximum of 26 weeks. For further details with regards to your eligibility, 
contact your Pertemps Consultant. 


ADOPTION LEAVE 


Adoption Leave is available to all eligible employees. The Company 
complies with legislative requirements in all cases of Adoption Leave 
requests. For further details with regard to your eligibility, notification 
requirements and your entitlements, contact your Consultant and review 
the Company’s Adoption Leave Policy, which is available from your 
Pertemps branch. 


A copy of the full Maternity and Adoption Policy is available from your 


Pertemps branch. 


TIME OFF FOR DEPENDANTS (EMERGENCY LEAVE) 


Time off for dependants or dependancy leave gives you the right to 
reasonable time off work in order to deal with an emergency involving a 
dependant. Such time off will be unpaid. 


SHARED PARENTAL LEAVE (SPL) 


Shared Parental Leave provides eligible parents with the opportunity to 
choose to share between them the care of their child during the first 
year following he child’s birth or adoption. Its purpose is to give parents 
greater flexibility in considering how to best care for, and bond with, their 
child. 


Parents have the option of converting part of their Maternity Leave and 
Pay or Adoption Leave and Pay to Shared Parental Leave and Pay, and 
sharing the remaining period of leave and pay (up to a maximum of 50 
weeks’ leave and 37 weeks’ pay) between them. 


Shared Parental Leave and Pay cannot begin before the birth, or 
placement for adoption, and all leave must be taken within one year of 
the birth or the date that the child was placed with the family (i.e. the day 
before the child’s first birthday or the anniversary of the placement of an 
adopted child). 


The legislation governing Shared Parental Leave and Pay is complex 
and therefore please contact your Pertemps Consultant for a full copy of 
the Policy for further details. 


FLEXIBLE WORKING 


The Company will comply with its obligations in terms of the Flexible 
Working Regulations. 


SECTION 14 


The Company Policies 
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Full copies of the following policies and procedures can be viewed or 
obtained from your Pertemps branch, with the exception of the Health 
& Safety Policy, which is detailed below in full. (See end of this section) 
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BULLYING AND HARASSMENT POLICY 


The Company is committed to ensuring that a safe & healthy working 
environment is provided for all flexible employees where they are treated 
with dignity and respect. Bullying and harassment is morally, legally 
and professionally unacceptable. Individuals can be undermined and 
morale is reduced. The Company deplores all forms of harassment or 
bullying and it will not be tolerated. For further details and a copy of the 
full Bullying and Harassment Policy, please speak to your Consultant. 


DISCIPLINARY POLICY & PROCEDURE 


The Company recognises its responsibility for taking all reasonable 
steps to ensure that flexible employees working on assignment with our 
clients are able to achieve and maintain acceptable standards of job 
performance, conduct and attendance. The procedure is designed to 
support this philosophy. The procedure applies to all flexible employees 
who work on assignment, and the aim of the policy is to ensure fair and 
consistent treatment to all flexible employees. For further details and a 
copy of the full Disciplinary Policy.and Procedure, please speak to your 
Consultant. 


All Consultants/Managers have the authority, where the circumstances . 


necessitate, to take appropriate action through the formal disciplinary 
process, and the authority, where necessary to use the process to 
terminate your employment. 


The Company has the right to withdraw you from an assignment at 
any time, however, this will not necessarily result in termination of your 


employment, and where appropriate an alternative assignment may be’ 


provided. 


Wherever possible, we will try to resolve issues informally without 
recourse to formal procedures. Where it is not possible for an issue to be 
resolved informally, or the severity of the allegation warrants, the formal 
procedure will be invoked. 


The Company reserves the right to suspend a flexible employee on pay 
while the allegations are fully investigated. Suspension is not a penalty 
and is not a disciplinary action; it is a measure taken as a precaution. 
Every effort will be made to deal with the investigations in a timely 
manner, and suspension will not continue for longer than is necessary. 


In cases of serious misconduct or where there is a pattern of persistent 
poor performance or misconduct, the formal Disciplinary Procedure 
will apply. A copy of the procedure can be obtained from the Pertemps 
branch office. 
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EQUALITY, DIVERSITY AND INCLUSION 


The Company is an Equal Opportunities Employer and it is our aim 
to create an environment that encourages and values diversity within 
its workforce and builds on the differences individuals bring, enabling 
the Company’s continued success. We aim to draw upon the widest 
possible range of views and experiences in order to meet the changing 
needs of our flexible employees, clients and partners. 


The Company believes that all people have a right to employment which 
is free from discrimination on grounds of disability; gender reassignment; 
age; marriage; civil partnership; race; religion or belief; sex and sexual 
orientation, or be disadvantaged by conditions or requirements which 
cannot be shown to be relevant to performance. The Company will 
continually seek to employ a workforce that reflects this belief. 


GRIEVANCE POLICY 


It is the Company policy to ensure that flexible employees have fair and 
effective arrangements for raising issues and grievances that arise within 
their working environment or working relationships. There is a process 
designed to provide an effective means of resolving grievances by 
conciliation. It may also be necessary to liaise with the Client to resolve 
issues. 


MATERNITY, ADOPTION AND SHARED PARENTAL LEAVE 
POLICY 


The Company Maternity, Adoption and Shared Parental Leave Policies 
aim to ensure that flexible employees are aware of the benefits and 
entitlements available to eligible flexible employees and to ensure that 
the Company complies with current legislation. 


Further information is available in Section 13 of this Handbook and the 
full Policies are available from your Pertemps branch. 


MISUSE OF ALCOHOL AND DRUGS POLICY 


The Company will try to ensure that a flexible employee’s use of alcohol 
or prescribed drugs does not impair the safe and efficient running of 
the organisation that they are assigned to or the health and safety of its 
flexible employees or the employees of its Clients. 


Where it is suspected that the use of drugs or consumption of alcohol is 


hindering a flexible employee from performing their duties for the Client 
in a safe and efficient manner, formal disciplinary action may be taken. 
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PRIVACY POLICY (DATA PROTECTION) 


The Company is committed to offering privacy to everyone that contacts 
us through our branch network or via the Company website. The 
Company complies with the General Data Protectién Regulations 2016 in 
relation to the processing of personal data. The Company is registered 
with the Information Data Commissioner and our Data Processing Policy 
is available on the Company’s website or alternatively please speak to 
your Pertemps Consultant. 


SICKNESS ABSENCE POLICY 


The aim of the Absence Policy is to help and encourage all flexible 
employees to achieve and maintain acceptable standards of attendance. 
The success and efficiency of the Company depends upon flexible 
employees regularly attending work. Persistent absence jeopardises 
the Company’s ability to meet its Clients’ needs. The Company aims 
to secure attendance of all assigned flexible employees throughout the 
working week. However, it recognises that a certain level of absence may 
be necessary due to sickness. 


The Sickness Absence policy applies to flexible employees of the 


Company, who work on assignment with a Pertemps Client. The . 


procedure, which must be followed in all cases of absence, is detailed 
in section 6 of this handbook, failure to comply with the procedure may 
result in sickness payments being suspended or stopped, or formal 
disciplinary action being invoked, in accordance with the Company 
Disciplinary Procedure that may lead to termination of employment. 


EMAIL / INTERNET / SOCIAL MEDIA POLICY 


Whilst working on the Company equipment you will be expected to 
adhere to the terms of the Company Internet Policy. During assignments, 
whilst using Clients equipment you will be required to adhere to the 
policies of the Client, to which you will be made aware by the Line 
Manager. 


PUBLIC INTEREST DISCLOSURE POLICY 


In accordance with the Public Interest Disclosure Act (1998), the 
Company’s policy is to provide flexible employees with means by which 
they are able to raise concerns, if they have reason to believe there is 
serious malpractice or dishonesty. The Policy is designed to protect 
flexible employees wishing to raise specific serious concerns that may 
be in the public interest and may include: 


¢ A serious risk to the health and safety of any individual 


e Improper conduct or unethical behaviour 

¢ Environmental damage 

e Financial or non-financial mal-administration 
e Acriminal offence 


¢ Failure to comply with legal obligations or with statute 


MODERN SLAVERY POLICY 


The Company is committed to eliminating the exploitation of people 
under the Modern Slavery Act 2015 (the Act). The Company has always 
prided itself in taking an ethical stance in the way we operate across all 
areas of our organisation. We are committed to ensuring that there is 
transparency throughout our organisation with our applicants, clients, 
suppliers and staff. We continually seek opportunities to raise standards 
and you are encouraged to raise any concerns about any issue or 
suspicion of modern slavery in any parts of our business or supply 
chain. If you believe or suspect a breach of this policy has occurred 
or that it may occur you should report it immediately to your Pertemps 
Consultant. If for any reason you feel unable to do this please contact 
the Pertemps Head Office via the contact us section of the Pertemps 
website and your concerns will be treated in the strictest confidence and 
where appropriate in line with our Public Interest Disclosure Policy. 


SECTION 15 
Health and Safety 
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The Company is committed to ensuring, the health, safety and welfare of 
its employees at work, as far as is reasonably practicable. The Health & 
Safety Policy detailed below sets out, broadly, the legal responsibilities 
owed by the company and its employees in relation to health and safety 
issues. 


It is your duty to read this policy carefully, and to ensure that you fully 
understand and implement it. 


Please sign your acceptance of the Health & Safety Policy by signing 
and returning the tear out page at the end of this booklet. 


SECTION 3 - ARRANGEMENTS 
3.1 THE HEALTH & SAFETY AT WORK ACT 1974 


As an employer we have a duty to ensure, $o far as reasonably 
practicable, the health, safety and welfare at work of our employees. 


The Company shall seek to ensure that the Client will provide and 
maintain: 


e A safe working environment with safe access and exits plus adequate 
facilities and arrangements for employee's welfare 


¢ Safe equipment, tools and systems of work. 


e Safe methods for handling, storage, use and transport of articles and 
substances 


e Adequate information, instruction, training and supervision 
¢ Consultation with employees. 
¢ A Health and Safety Policy. 


Employers must also ensure that their activities do not endanger any 
persons not in their employment. 


Employees must: 


e Take reasonable care for the health and safety of themselves and of 


other persons who may be affected by their acts and omissions at: 


work 


¢ Co-operate with their employer and the Client to meet their duty or 
statutory requirement. 


3.2 ACCIDENT REPORTING 


All accidents, no matter how small, must be reported to the person 
you have been instructed to report to during your assignment with the 
Client. All accidents must be recorded in the Client’s accident book. Your 
Branch Manager must also be informed. 


More serious injuries, such as fractures, burns or dislocations should be 
reported immediately to the Branch Manager who will inform the Director 
of Health and Safety, who will then contact the Enforcing Authority if 
applicable under RIDDOR regulations. This also applies to injuries 
resulting in three days absence from work or work related diseases. 
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3.3 FIRST AID 


If you have an accident, no matter how small, make sure you get first aid 
treatment immediately. Ensure you are aware where the nearest first aid 
box is located. Larger sites have qualified first-aiders who should be able 
to provide simple first-aid. Smaller sites have appointed persons who 
will take charge in an emergency situation and ensure the first aid box is 
replenished. 


3.4 RISK ASSESSMENT 


The Client will carry out regular risk assessments and employees will 
be asked to co-operate. All employees have a responsibility to look for 
potential hazards and inform the Line Manager. 


3.5 FIRE 


Everyone has a responsibility to reduce the risk of fire. All employees will 
receive instruction and training in fire procedures. 


You need to know:- 


i. How to raise the alarm. 
ii. How to use an extinguisher 
iii. What to do if the alarm is sounded. 


iv. The basics of fire safety. 


3.6 DISPLAY SCREEN EQUIPMENT 


A Display Screen Equipment user is defined as a flexible employee who 
uses a DSE more or less continuously on most days. As a guide, if you use 
a DSE, on average, for in excess of four hours per day, then you may be 
considered a user. 


The client will carry out regular risk assessments and provide training in: 


i. How to set up your workstation. 
ii. How to adopt good posture. 
iii. How to adjust your screen and keyboard. 


iv. The importance of regular breaks from the screen. 


3.7 MANUAL HANDLING 


The client will carry out manual handling risk assessments where 
appropriate. Suitable and sufficient training will be provided by the client, if 
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you are required to carry out manual handling activities. 


3.8 HAZARDOUS SUBSTANCES (COSHH 
REGULATIONS) : 


The client will carry out a regular COSHH risk assessment and 
employees should acquaint themselves with the risks involved and the 
remedial treatment required. 


3.9 ELECTRICAL APPARATUS 


All employees should check electrical apparatus to ensure that wires 
and plugs are securely attached. 


Any defects should be reported to the Line Manager. Never attempt to 
repair anything yourself, including even changing a plug. 


3.10 PERSONAL PROTECTIVE EQUIPMENT 


You may be required to wear personal protective equipment. Supplies 


use. 


3.11 HEALTH AND SAFETY ISSUES 


Any work related Health and Safety issues must be reported to your 
Consultant. 


In particular, if you are a display screen operator and experience pain 
in the back, wrist, forearm, hand, fingers, upper arm, neck or shoulders 
inform your Consultant immediately. 


SECTION 16 


Appendix 1 
Prohibited Jobs 
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SCHEDULE 1 


The Company will not, under any circumstances, arrange an assignment 
for you in any of the following job functions. 


If, whilst working on an assignment you are requested by the Client 
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will be made available and instruction and training provided for its proper — 


to carry out any of the functions listed below, please contact your 
Consultant immediately. You must not, under any circumstances 
comply with such requests. 


Traffic Management 
Fairground Workers 
Mines & Quarries 
Working with Asbestos 
Railway Workers 
Offshore Oil Rig Workers 


SCHEDULE 2 


Consultants will be required to obtain specific authorisation from a the 
Company Board member and the Company Health & Safety Director 
prior to arranging an assignment for you to work in any of the following 
functions. 


lf, whilst working on an assignment you are requested by the Client 
to carry out any of the functions listed below, please contact your 
Consultant immediately. 


Security and Night Watchmen/women 
Vehicle/Ship Dismantling 

Painting of Structures 

Roofing 

Tree Surgery 

Working in Trenches or Confined Spaces 
Window Cleaning 

Working at Heights (over 5m) 

Working with Toxic Materials 

Working with Circular, Band or Chainsaws 
Working with Powered Cutting Tools 
Construction Work 

Demolition Work 

Key Holders 

Working within Slaughterhouses 

Pest Control 

Pilots 

Aircraft Work 

Forestry Work 

Driving own vehicles on company business 
Working Alone 


Working from Home 


NOTES 


YOUR NEXT CAREER OPPORTUNITY IS 
AROUND THE CORNER WITH PERTEMPS. 
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